


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Supervisory Cashier POSITION
NUMBER 01-0139 JOB SERIES: 0530 PAY LEVEL: NF-3 Summary Of Duties:
This position is responsible to issue, control, collect and deposit MWR funds in accordance with imprest cash fund
accounting procedures. Disburses money bags to resale cost centers and other MWR activities. Receives, verifies,
and consolidates incoming negotiable instruments, balances cash transactions and prepares bank deposit. Maintains
complete and systematic set of records on cash. Prepares and submits daily reports, assuring correct balances and
accountability. Accepts payments on DPP accounts, layaway accounts and accounts receivable.
Performs first level supervisory duties which include initiating personnel actions, preparing performance appraisals,
recommending hiring and disciplinary actions, directing specific tasks and job assignments, training, etc. Supports
the Navy's Equal Employment Opportunity policy, and ensures compliance with fire safety, security, and other
environmental issues. Maintains and enforces security for funds, supplies and equipment to preclude or minimize the
potential for fraud, waste and abuse.
Performs other related duties as assigned.
Minimum Qualifications:
Three years of experience that demonstrates knowledge of generally accepted cash processing procedures and
practices and ability to become familiar with and understand MWR policies, orders and regulations relative to the
work performed. Ability to deal effectively with subordinates, management officials and patrons. Ability to
communicate both orally and in writing.


